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MEMORANDUM OF CONVIRSATION

27 Sept 87

My conversatlon wi Jof thig afternoon
was very enlightoning re The technique and materlals used
in teaching T gecretaries and in preparing me for the
prohlema 4o come when the Handbook is coordinated with
other components,

Spwifiesz if we drop Op Form 10 u‘iat do wo uge fovr
memos to people other than the Director , Deputy Director,
and Fxooubtive Director-Corprioller? oolor for »fficis)
£1le copy ag oppos-d to spacial or chrono f1leswas discus-
god as was the problem of pergonal preferences, She eited
many instances in vhich the D/L prefers a pakticular method.
This pointed to the probiem which will arise as the D/L
and other componont heads might object immediately to the
Hadbook since they are used in the sxumples glven, Iess
coordination and atronger sugpestions sbout fermat and
style would increase uniformity,

When asked she prefered the Gov!t letier to what 1s
now being used for the same reasons GSA olted and elso
sxpressed a preforence for bold facing—dark ink? in the
examples to mske them more gistinctive,

The problem of distribution information: 0L v, Agency
mothod of indisating distribution and on which asoples was
treated—aorigingl, on all, ~%e?

tly the 26 training course won't be given for a
while as they are protiy swamped with other things over there.
Hr, Helm's preference for caps on gignature was talked about
along with the "identifiention of the originator” on corredpon-
dence within the component,
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